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NONAPPROPRIATED FUND POSITION DESCRIPTION JOB TITLE: Club Manager POSITION
NUMBER 01-0071 JOB SERIES: 1101 PAY LEVEL: NF-4 Summary of Duties:

Responsible for the economic and efficient operation of a full service club which includes bar service, catering,
entertainment and dining services. Implements higher level directives, formulates procedures and programs to
ensure high standards of food and beverage, recreational and entertainment/promotional programs. Establishes,
reviews, and evaluates menu planning, catering and food service, purchase of supplies, equipment and materials.
Participates with Food & Hospitality Director in establishing financial goals commensurate with market analysis of
area. Adheres to proper military and civilian protocol, and coordinates with military and civilian leadership in
connection with Club activities.

Plans, organizes work and manages internal resources to ensure maximum productivity and economies. Prepares
financial plan, budgets, inventories, cost controls, and related records and reports. Reviews the financial status of the
assigned activity and recommends changes considered necessary. Either directly or indirectly through subordinate
supervisors, manages activity employees. Trains, schedules work, appraises performance, counsels assigned
personnel, and recommends personnel actions. Effectively supports the Navy's Equal Employment Opportunity
policy, and ensures compliance with fire, safety, security, sanitation and other environmental issues. Manages new
property resources and provides advice on renovations and improvements. Must be alert to alcohol abuse and take
appropriate action. Maintains and enforces security for MWR funds, merchandise, supplies, equipment, and property
to preclude or minimize the potential for fraud, waste and abuse.

Performs other related duties as assigned.

Minimum Qualifications:

A minimum of four years experience that demonstrates progressively responsible administrative, professional, work
involving one or more functions of club operations. Knowledge of NAP policies and procedures preferred. Must
demonstrate ability to deal effectively with all management and patrons, and communicate orally and in writing.



